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jobs. Chapter 5 describes possible applications of the handbook. A table is 
provided that includes information about data element type and field length. 
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FOREWORD 



NCES is pleased to release the Staff Data Handbook for Elementary, Secondary, and Early 
Childhood Education: 2001 Edition. This Handbook fulfills our responsibility to establish 
current and consistent terms, definitions, and classification codes to maintain, collect, report, and 
exchange comparable information about staff. 

This new publication updates the 1995 edition of the Staff Data Handbook. Because staff data 
evolve greatly over time both in the type and format of data maintained, it was essential to 
develop updated standards that reflect current practices. In fact, beginning with this 2001 
edition, the Staff Data Handbook will be updated annually, with revisions posted on the NCES 
web site. 

This national effort was coordinated by the Council of Chief State School Officers under contract 
to the NCES. Those individuals and organizations involved in the process truly reflect the 
interested stakeholders in elementary, secondary and early childhood education data. 

NCES has a strong commitment to provide technical assistance and support to the education 
community to facilitate the collection, reporting, and use of high quality education information. 
This handbook is one outcome of that commitment. It is a key part of a series of related 
handbooks and manuals that NCES has published in the past and will continue to develop in the 
future. 

We hope that you find this handbook to be a useful document that will serve you well in many 
activities. 



Gary W. Phillips Jeffrey Owings 

Acting Commissioner Associate Commissioner 

National Center for Elementary/Secondary and Libraries 

Education Statistics Studies Division 
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EXECUTIVE SUMMARY 



To make appropriate, cost-effective and timely decisions about staff, educators must have 
accurate and complete information. Recognizing this need, most education systems have moved 
from paper documents in filing cabinets to automated staff information systems. These systems 
provide administrators and others concerned with effective program design with day-to-day 
access to information about the staffs’ background, qualifications, and assignments. 

They also provide the flexibility necessary to supply aggregate data to school boards, state and 
federal governments, and other interested parties; and to conduct program evaluations. To be 
effective, however, these systems must record data accurately and comparably for all staff 
members, in all places, and at all times. 

The Staff Data Handbook for Elementary, Secondary, and Early Childhood Education was 
developed by the U.S. Department of Education's National Center for Education Statistics 
(NCES) to provide guidance concerning the consistent maintenance of staff information. This 
handbook is useful to public and private education agencies, schools, early childhood centers, 
and other institutions, as well as to researchers involved in the collection of staff data. In 
addition, the Handbook may be useful to elected officials and members of the public interested in 
staff information. This handbook is NOT, however, a data collection instrument; nor does it 
reflect any type of federal data maintenance requirements. It is presented as a tool to help the 
public and the American school system make information about staff more useful and effective 
in meeting student needs. 

This handbook was developed with the assistance of local, state, national, and most federal 
education representatives and researchers. The definitions included are generally consistent with 
current state and local practice, national standards movements, and most federal reporting 
requirements. The terms, definitions, and procedures represent a consensus of what is 
considered "best practice" in data collection; they should be interpreted and applied according to 
local, state, and federal reporting requirements and restrictions for confidentiality and security. 

• Standard Data Elements and Definitions 

The data elements included in this handbook represent the types of staff information that 
could be collected and maintained in permanent or temporary staff records, whether in paper 
format or in an automated database. An attempt has been made to be as complete as possible, 
with the understanding that many data elements will not be needed for all staff members. 

Data elements are presented in seven areas: 

A. Personal Information 

B. Educational Experiences 

C. Qualification Information 

D. Current Employment 

E. Assignments 
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F. Evaluation and Career Development 

G. Separation from Employment 



Each data element is defined, and lists of options and definitions are included where 
applicable. Data elements are also associated with the entities to which they pertain, such as 
persons, places, or things, about which data may be stored. 

• Recommendations for Building an Automated Staff Accounting System 

This handbook provides guidelines for designing staff accounting systems for use by schools, 
school districts, state education agencies, and other institutions. Included is a discussion of 
the benefits of a well-designed staff accounting system, as well as potential uses of such a 
system at the school, district, and state levels. Also included is a description of a step-by- 
step process for designing an effective staff accounting system. 

• Focus on State and Local Staff Record Applications 

Communication among various levels of the education system is increasingly important. A 
well-designed automated staff accounting system allows for the easy and efficient movement 
of staff records among levels of the education system. For instance, information on teacher 
licensure could be transmitted electronically to school districts seeking to hire an educator. 
Similarly, when a school employee retires, data could be efficiently transferred to the 
retirement system. This revision of the Handbook adds detail about automating and 
exchanging electronic records. Included in one chapter of the Handbook is information about 
automating staff records, with suggestions for formatting data elements and arranging them 
in a logical and flexible design. 

• References to Other Related Documents 

This handbook, in conjunction with other NCES documents, provides state and local 
education officials with important tools for designing and implementing automated 
information systems. Recent NCES documents dealing with the confidentiality of staff 
records, decision making about the installation of technology, and ensuring security of 
technology are important adjuncts to this handbook. 

Organization of the Handbook 

Chapter 1 provides the user with an introduction to the Handbook and its uses. 

Chapter 2 contains a more detailed description of the Handbook's contents and uses. Listings of 

other related documents that could be useful are also included. In anticipation of future updates, 

a description of the process for implementing suggested changes has been included. 



Chapter 3, Building an Automated Staff Accounting System, discusses the collection, use, and 
dissemination of data and information about individual staff members and how staff record 
systems can benefit the staff and the school system. 




viii 
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Chapter 4, Data Elements and Definitions, contains data elements and definitions that describe 
staff members, assignments, educational background, activities in which they participate, and 
other information that could be maintained about an individual staff member. Each entity listed 
refers to something, or someone, about which data should be maintained. Each data element 
refers to a particular aspect of staff data for which some need was perceived within the school 
system. A definition is included for each entity and data element. 

Chapter 5 describes possible applications of the Handbook. A table is provided that includes 
information about data element type and field length, attributes that could be useful to readers 
designing a data collection system, a survey, or a reporting format. 



Following the Glossary and Index are thirteen appendices that contain important supplemental 
information. The appendices include comprehensive lists of coding options for some of the data 
elements in chapter 4. Included are code designations for states and outlying areas, countries, 
languages, occupational groupings, medical conditions and treatments, education programs, a 
crosswalk of data elements in both the Staff and Student Handbooks, and the names of those who 
contributed to the development of this revision. 
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Chapter 1 
INTRODUCTION 



Education agencies and institutions maintain 

information about staff to help the education system 
function efficiently and effectively. Staff information 
is needed for daily administrative purposes, for 
making long-term program and policy decisions, and 
for monitoring efforts to improve the education 
system. Therefore, it is essential that staff 

information is collected according to established 
definitions, and updated on a regular basis. 

This handbook focuses on the importance of 
consistency in defining and maintaining data at every 
level of the education system so that such data can be 
accurately aggregated and analyzed for schools, 
school districts, and states. In addition to providing 
data terms and their "best practice" definitions, the 
Handbook offers suggestions about organizing data 
in a staff accounting system to promote timely and 
effective use of staff information. 

This handbook is intended to serve as a reference 
document for public and private education agencies, 
schools, early childhood centers, and other education 
organizations. It may also be useful to researchers; 
elected officials; and members of the public, 
including parents and taxpayers interested in 
information about individuals serving in the United 
States education system. Use of this handbook will 
vary from site to site. For example, it could be used 
to develop or standardize a local school district's staff 
accounting system. On the other hand, state 

education agencies designing and coordinating data 
collection activities among several state-level 
agencies might want to select standardized data 
elements to ensure comparability among agencies. 
Researchers might refer to the Handbook to identify 
terminology for designing data collection instruments 
or studies, and in otherwise working with the 
education system. Parents and the public may refer 
to the Handbook to improve their understanding of 
how staff information may be used. 

The selection of data terms included in the Handbook 
reflects the combined best judgment of many 
individuals as to which staff data are useful in 
making appropriate, cost-effective, and timely 
decisions about providing quality educational 
services in schools and other education agencies. 
The terms included exemplify the types of 
information that could be collected about individual 
staff members and maintained in permanent or 
temporary personnel records. The Handbook is not 
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meant to prescribe what data any particular school or 
agency should collect. No governmental agency 
requires the use of all of the terms, definitions, and 
procedures included here; however, care has been 
taken to make sure that the definitions are consistent 
with many governmental reporting requirements 
existing at the time of publication. The reader is 
invited to view the U.S. Department of Education’s 
web site at http://www.ed.gov for the most current 
laws and regulations regarding data collections for 
federal education programs. 

Uses of Staff Data 

School or education agency officials often require 
information about an individual staff member or 
groups of staff members. For instance, an 
administrator may need to know about the 
availability of human resources to initiate a new 
program. Information about the background, 
education, and professional qualifications of current 
staff members could also be used to identify possible 
candidates to work on the program. 

Schools, school districts, and state education agencies 
sometimes are more interested in how groups of 
teachers are doing than in the performance of 
individual teachers. For example, a school district 
might wish to study the relationship between staff 
development and teacher turnover rate. This type of 
analysis could be accomplished by using staff records 
that have had all personally identifiable information 
removed. 

Staff information made available to school or agency 
officials in a standardized format can: 

• Facilitate rational decision making about 

program development and change 

• Enhance program evaluation by easy 

cross-tabulation of staff data 

• Facilitate the estimation of future recruitment 
needs for individual schools and entire school 
systems 

• Assist in developing sound education policies at 
all levels 
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• Aid in the comparison of information among 
communities and among states 

• Improve the accuracy and timeliness of 

nationwide summaries of school staff 

information 

• Improve the quality and potential impact of data 

available for education research and 

evaluation — locally, statewide, and nationwide 

• Enhance reporting to the public about the 
condition and progress of education 

Maintaining staff data in a computerized database can 
facilitate all of the uses described above. Automated 
data are more easily shared among levels of the 
education system as needed. Aggregations and 
analyses can be done with confidence that the data 
are meaningful if the data elements are consistently 
defined and maintained within the system. 

This handbook does not specify which data should be 
maintained, or who should have access to any 
collected data. However, it provides guidance on 
h ow to maintain data in a computerized database to 
provide maximum utility and flexibility when making 
decisions about education staff. 

Automation of Staff Information 

With the development of automated, secure 
management information systems, the ability of 
education decision makers to use meaningful 
information has significantly increased. These 
systems provide for day-to-day administrative needs 
such as payroll, staffing assignments, and 
maintenance of licensure records. In addition, 
automated data systems provide the flexibility to 
access and analyze data on issues such as supply and 
demand. Data stored and maintained according to 
standard formats and definitions can be exchanged 
with authorized personnel through direct computer- 
to-computer exchanges via an Intranet or the Internet. 
However, if the data are to be useful, staff 
information must be consistently entered into the 
system and updated continuously. This handbook 
addresses the issue of consistency in defining and 
maintaining education staff information. 

An important concept underlying the use of this book 
is that data should be collected only once for each 
staff member rather than collecting the same data 
multiple times by different offices. Automated 
information systems allow relevant data elements to 
be shared among authorized individuals who need the 
data, even if these individuals work in a different part 



of the education system. New data need only be 
entered when there are changes or additions to a staff 
member’s file. 

To ensure that appropriate and necessary data are 
maintained in the information system, it is important 
to consider what questions one might want to address 
about staffing. Furthermore, data managers may 
identify opportunities to do analyses by combining 
staff data with other types of data from within the 
information system. Carefully designed automated 
information systems can help increase the efficiency 
and effectiveness of the education system by 
allowing access to data by important decision 
makers. Chapter 3 contains more information about 
designing such a system. 

Common Terminology 

Although the education system in the United States is 
primarily a local responsibility, with funding, 
administration, and control coming mostly from the 
local and state levels, education as a whole is a 
national issue. The U. S. Department of Education 
has been involved in activities focused on improving 
the coordination of its data collection activities. 
Under its aegis, the National Center for Education 
Statistics (NCES) has taken the lead in promoting the 
standardization of data elements and definitions used 
in education data collection activities, including those 
relevant to staffing issues. NCES has a mandate to 
collect "uniform and comparable data" in order to 
report on the condition of education in the United 
States'. To assist in this mandate, NCES has been 
working with federal, state, and local education 
agency representatives to develop guidelines for the 
collection of comparable and complete data, such as 
those contained in this handbook. Working with the 
National Forum on Education Statistics (NFES), 
NCES has produced a number of important 
documents that are useful for effective decision 
making about education programs and individual 
students. These documents are described in the next 
chapter. 

By adopting the practices, terminology, definitions, 
and formats set forth in NCES documents as "best 
practice" for education data collection, local, 
regional, and national data collectors and users would 
help ensure the data they use are comparable to those 
used by others involved in the education system. 
School leaders could share information more easily 
because data would be understandable and 
meaningful to everyone. Superintendents and 
principals would communicate better with each other. 
Chief state school officers would communicate more 
effectively with their colleagues in other states. As 
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the need arises, this common language would also 
facilitate information exchange between public and 
private educational systems. Finally, local, regional, 
and national decision makers in the United States 
education system would benefit from the flow of 
more uniform data. 

As information is aggregated from the lowest level of 
data maintenance (i.e., a school) to the local 
education agency, to the state education agency, and, 
finally, to the national level, program designers and 



policymakers would be able to make decisions based 
on a more accurate picture of current and projected 
needs. Conversely, information could then flow back 
down the education pipeline to lower levels of data 
maintenance, in a format that is more meaningful and 
useful in local decision making. In short, the reader 
is encouraged to use this handbook (and the other 
related NCES documents) as a tool for making 
appropriate decisions about the maintenance and use 
of data about education staff. 
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Chapter 2 . 
THE HANDBOOK 



The goal of this handbook is to promote standardized 
maintenance of accurate and complete data about 
individual school staff members and others involved 
in the provision of educational services to children. 
This handbook identifies terms that can be used to 
describe the background, qualifications, 
responsibilities, and performance of different types of 
educators and support staff, including teachers, 
administrators, support service staff, contractors, and 
volunteers. 

The Handbook contains a set of terms and definitions 
that can be used at all levels of the education system, 
including early childhood education centers and 
elementary and secondary schools and districts; in all 
types of education organizations, including public 
schools, private schools, and schools run by private 
management companies; and by district, diocesan, 
regional, state, and federal education agencies. If 
staff data are collected and maintained according to 
standard definitions at the lowest level (the school or 
school district), data can be aggregated more easily to 
higher levels with the assurance that the data are 
comparable from individual to individual, from site 
to site, and from year to year. This will aid in 
looking at patterns of staffing over time and 
predicting staffing needs in the future. 

Background information is usually collected when an 
individual is hired for the first time by a school, a 
school district, or other education organization. 
Much of this information (such as date and place of 
birth) will not change over the course of the staff 
member's career. This type of information should 
only be collected once, and it should become a part of 
the individual's permanent record. Additional 
paperwork should be necessary only if a change 
occurs (for example, a home address may change). 
Other types of information accumulate and change 
over the course of a staff member's career and need to 
be added to the record as appropriate. This type of 
information might include assignments, career 
development, and salary increases. 

For the purpose of this handbook, a "staff member" is 
defined as an individual who performs specified 
activities for any public or private education 
institution or agency that provides instructional or 
support services to students or staff, at the early 
childhood through high school completion levels. A 
staff member may be: 



• An "employee" who performs services under the 
direction of the employing institution or agency, 
is compensated for such services by the 
employer, and is eligible for employee benefits 
and wage or salary tax withholdings 

• A “contractor” or “consultant” who performs 
services for an agreed-upon fee, or an employee 
of a management service contracted to work on 
site 

• A “volunteer” who performs services on a 
voluntary and unpaid basis 

• An in-kind service provider whose salary and/or 
expenses are paid by someone else, such as 
services provided by a partner or organization. 

• An independent businessperson or contractor 
working at a school site 

Purposes and Scope of the Handbook 

The purposes of this handbook are to: 

1. Provide a common language that can be used to 
collect accurate, consistent, comparable, and 
complete data on staff. 

2. Promote the development of policies to 
safeguard the confidentiality of the data and 
ensure appropriate use of staff data. 

3. Describe how all relevant parties can maintain 
data in a way that promotes flexible and efficient 
use. 

This handbook includes terms, and their definitions 

that can be used to collect and maintain information 

about individuals serving in the following types of 

organizations: 

• Public and private education institutions and 
programs, including early childhood or 
pre-kindergarten programs; elementary, middle 
or junior high, and high schools; 
vocational-technical programs; special education 
programs; and adult high schools 

• All types of education organizations, including 
schools, school districts/local education 
agencies, intermediate education units, education 
service districts, and state and federal education 
agencies 
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This handbook does not describe a mandated data 
collection system or instrument; rather, it encourages 
the standardization of terminology use across all 
levels. Although the Handbook covers information 
related to individuals serving through the secondary 
education level only, many of the terms may be 
applied and used interchangeably with postsecondary 
education. For example, terms describing personal 
identification, educational background, or certain 
employment conditions could be used to maintain 
information about individuals (both staff and 
students) at various education levels. 

The data elements and definitions contained in the 
Handbook are relevant to any staff record whether or 
not it is a part of a computerized database. The data 
elements can be used to standardize how information 
is collected on paper documents, as well. This 
handbook, however, has been organized to facilitate 
the design and development of an automated staff 
accounting system because of the maintenance and 
communication advantages associated with such a 
system. 

Common Terms and Definitions 

Many different types of decisions are made by, and 
about staff members; consequently, many different 
types of data are needed. For example, education 
organizations must be able to prove that employees 
meet the requirements for the positions they hold. 
Certain types of standard employment information 
must be maintained to meet reporting requirements of 
the Equal Employment Opportunity Commission 
(EEOC), the Social Security Administration (SSA), 
and other governmental agencies. Education 
organizations must have information for payroll and 
other necessary administrative functions; they also 
maintain information about staff assignments and 
performance. This handbook identifies types of data 
that are needed by education organizations both for 
general recordkeeping and for making decisions 
about effective staffing arrangements. 

The selection of specific data elements to be 
maintained is often facilitated by the choice of an 
automated staff information system. Most staffing 
software packages are designed to maintain the data 
elements required for federal reporting, payroll, 
salary, and benefits. These are needed by all 
businesses, not just education. The maintenance of 
data about educational background, assignment, 
evaluation, and professional development may not, 
however, be consistent among software packages; in 
addition, they may not be particularly attuned to the 
needs of education organizations. This handbook 
contains a comprehensive listing of data elements 



important to the education system, reflecting the 
needs of all types of education organizations. 

Within software systems, or on paper data collection 
forms, the potential exists for data to be maintained 
in a variety of formats. As people fill out forms, they 
may interpret questions in different ways than 
originally intended. For each of the data elements in 
this handbook, therefore, a standard definition is 
included, and for many data elements there are lists 
of unique options. The value of clearly defining how 
data are collected and maintained cannot be 
overstated. When staff data are collected and 
maintained consistently and accurately, the data 
aggregated from schools and districts will be 
comparable. This will make the resulting 
information more useful for evaluation and decision 
making purposes. 

Safeguarding Confidentiality and Ensuring 
Appropriate Use of Staff Data 

Education organizations must develop policies and 
procedures for collecting, maintaining, using, and 
disposing of staff data that are appropriate for local 
and state needs, and conform with applicable laws 
and regulations. Many parts of staff records are 
considered “public records,” subject to federal and 
state open records laws or the Freedom of 
Information Act (FOIA). As a result, education 
organizations must establish policies and procedures 
for making data available to the public upon request. 
At the same time, each education agency should be 
sensitive to the privacy rights of their staff, and have 
policies and procedures that protect against improper 
use of information about individual staff members. 

The National Forum on Education Statistics and 
NCES have released a document called Privacy 
Issues in Education Staff Records (NCES 2000-363) 
to help education organizations with the appropriate 
use and confidential maintenance of staff data. In 
addition, NCES has produced a document on the 
security of technology systems as it relates to the 
maintenance of administrative records systems, 
called Safeguarding Your Technology (NCES 98- 
297). Both documents are described later in this 
chapter. 

Development of Automated Staff Data 
Systems 

Increasing numbers of education organizations are 
computerizing their staff records because of the many 
advantages of automation. Typical software 
packages handle payroll data, scheduling, and other 
necessary administrative tasks. In addition, most 
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automated staff information systems offer flexibility 
in how data can be used within the education 
organization. For instance, by using information 
from an automated staff data system that is integrated 
with other data systems (e.g., finance, students, 
facilities), administrators can analyze and evaluate a 
number of factors that can affect the quality of 
educational services provided. Administrators could 
look at the educational background of the teaching 
staff, check on the availability of appropriately 
trained staff, identify teachers who are doing an 
outstanding job of instructing students, and predict 
where staffing shortages will occur. Such analyses 
can promote more efficient and effective decision 
making by administrators. 

This handbook is not meant to provide a design for 
an automated staff accounting system. Indeed, the 
data elements included can be used in paper as well 
as computer records. This handbook does, however, 
provide a design for coding data so that they can be 
stored and flexibly used in a management 
information system. In addition, when staff 
information needs to be shared within the. education 
organization, or with other agencies and 
organizations, it can be done more efficiently and. in 
some cases, more accurately if the data are 
maintained in an automated system. Automated 
systems also offer the capacity to • protect the 
confidentiality of individual records by making data 
available only to those with a clear need to have 
access. 

Background of the Handbook 

This handbook is one of a series of handbooks that 
provide guidance to education organizations on 
various different types of education data. This 
edition was developed with the assistance of many 
representatives of federal, state and local education 
agencies over the course of a year. The terms, 
definitions, and procedures recommended represent 
the combined best judgment of many experts 
participating in the cooperative development of the 
handbook series. They are presented as sound 
practices or principles to be interpreted and applied 
according to the identified needs and requirements of 
any education organization. 

NCES Handbooks and Other Guides 




NCES has sponsored the revision of several 
handbooks that were a part of a series of terminology 
manuals called the State Educational Records and 
Reports Series , originally published between 1953 
and 1974. These handbooks provide essential 
guidance about the importance of comparable and 



complete data collected by school districts and state 
education agencies including data reported to the 
federal government each year. The handbooks reflect 
the growing importance of consolidated education 
data systems that allow different types of information 
to be brought together to improve education decision 
making. 

• Last published in 1995, the Staff Data 
Handbook: Elementary, Secondary and Early 
Childhood Education is a revision of the 
document Staff Accounting: Classifications and 
Standard Terminology for Local and State 
School Systems (Handbook IV), originally 
published in 1965. Much of the earlier 
information has been included here; however 
many new data elements have been added, 
reflecting increased accountability requirements, 
new types of professional development, and 
payroll information. 

• A new version of the Student Data Handbook: 
Elementary , Secondary and Early Childhood 
Education (NCES 2000-343) 1 was published in 
2000. Previously called Handbook V, Standard 
Terminology and Guide for Managing Student 
Data in Elementary and Secondary Schools , 
Community/Junior Colleges , and Adult 
Education , this handbook was originally 
published in 1974 and revised in 1994, when its 
title was changed. This handbook provides a 
comprehensive listing of data elements that 
could be collected about students in schools, 
districts, or state education agencies. Many of 
the data elements are identical to the ones in the 
Staff Data. Handbook. Appendix C lists the 
numbers of the identical data elements. 

• Another handbook in the series is Financial 
Accounting for Local and State School Systems 
(Handbook 11) (NCES 97-096R) 2 . last revised in 
1990. Another revision is under way. This 
handbook covers basic concepts for financial 
management, which is relevant to staff data 
because, among other reasons, effective use of 
financial and human resources is essential to 
running education organizations. 

Since 1995, NCES has published several other 
documents that support the automation and 
standardization of data collection. 

• Based on discussions related to the Student Data 
Handbook and the SPEEDE/ExPRESS student 
transcript format (described in more detail later 



1 http://iKTS.cd.gov/pubs2000/stuclcnt hi) 
2 http://nccsxcl.gov/pul»scari*h/pubsinfo.sisp?pubid=97096R 
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